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MEMORANDUM FOR: Chief, Supyort Services Staff
BUBJECT
REFEHREKCE

L]

Purge of Inactive Office Records in RAB/8SS.
DD/S 60-L2h8, dated 19 August 1968, Subj: Records Purge.

L2

1. This office is exawnining each of .ts deposits of records at the
Becords Center and has agpointed as the respousible

reviewing Officer for the subject purge. Tae Records Officer for this
lraaeh,_ is assisting as required.

2, The initlel review of our Records Control Schedule finds it has
been revised and up dated as recently as 1965 and that the lnactive ree
<ords have been regulsrly purged acez}rdinglz, Of the total {0 cubic feet
of gur old records put in storage since 1954 we bave oanly 21 cuble feet
at present.

3. Of these holdings we yrosose to conduct 2 box by box review to
reduce the velume still further. We believe that a fow of our clder
regords lend toemselves to possible repacksgiung or destruction, Also
some Old reccrds relate to this staff's predecessors, the Mansgenent
Analysis Office and the Managewent Stalf per se whoBe mission related to
aresx oot now a responsibility of this Branch. These historiesl files
belong to ihe Archives dut should be screened srior to such dispusition,
Purther, some background aud workpapers pertaining to old surveys are not
the record cuyy of the survey end =sy be disposed of, Bowe records
having to do with adsinistretive housekeeping sctivities but not a sart
of this office’'s specific miasion ere to be screened and disposed of
where pogeible. We are screenlng our Vitsl Records sterage wilch is only
four cubic feet,

k. It is expected tuet 2 carplete review of our records will be
completed by the end of this calendar year snd disposal will result in
& reduction of approximately 5% of the volure in storage. A eouplete
report of the results and the actions taken will be submitted at thet
tize, There is p possibility that certain of ocur records could be microe
filmed, to reduce our totel noldings by another 29%. We are exploving
this aspect snd will cover it in cur regcrt.
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